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| ntroduction
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Module 4
Government Bill of Lading

Lesson 1 - Searching GBLs

Y ou learned about the EDA Web System and its security requirements,
navigation of the web using Netscape and links, and the logging on and off
process. Thislesson discusses the different searches you can do to retrieve the
GBL you need.

Upon successful completion of this lesson, you will describe the different
search criteriato find and retrieve GBLs.

This lesson covers the following topics:

* search within date ranges

* search for most recent GBL

* search for a specific GBL

 search for al GBLs within issue date range

 search for all GBLs by government hill of lading office code (GBLOC)
within issue date range

 search for al GBLs by standard carrier account code (SCAC) within issue
date range

 search for al GBLs by fiscal station number (FSN)/ movement designator
code (MDC)/air force transportation account code (ATAC)/transportation
account code (TAC) within issue date range

» search for all GBLS by EDA availability date

» search results and GBL retrieval

Note: The screenswill also relate to Freight GBLS.
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Searching Within Date Ranges

Introduction There are two ways to enter information to search for the GBL you want to
access:

1.  Enter specific information to search for a specific GBL. This search
will retrieve alist with only the GBL(S) you specified.

2.  Enter arange of datesto bring up alist of GBLs from which you may
make a selection.
The first screen you will seeis the following.

Note: Because the database is still evolving, only the basic steps for GBL
retrieval will be covered here.

Department of Defense
Electronic Document Access

Personal Property GBL Search Options

=elect one of the following search options:

=earch for Most Recent Personal Property GELs

=earch for a Specific Personal Property GBL

=earch for Al Personal Property (GBLs wathin Izsue Date Fange

=earch for All Personal Property (GBLs by GELOC wathin Issue Date Eange

=earch for All Personal Property GBELs by SCAC within Issue Date Eange

=earch for All Personal Property GBELs by FENMDCIATACITAC within Issue Date Eange

Figure 4-1, Personal Property GBL Search Options
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Range of Dates | Several of the searches require that you enter a date range:

by most recent GBLS

by GBLs within issue date range

by GBLOC within issue date range

by SCAC within issue date range

by FSN/MDC/ATAC/TAC within issue date range
all GBLs by EDA availability date

customized GBL listing using query by example

* by specific personal property GBL

Entering Dates | Y our search should have a start date and an end date in the following format:
YYYYMMDD.

For example, the date June 26, 1995, would be entered 19950626.

Start and End | The default for entering the start dategseater than or equal to.” The

Date default for entering the end date lissS than or equal to.” If you know the
GBL was dated around the 3rd of April and you decide to search between
April 1, 1996, and April 5, 1996, your search could look as follows:

START DATE 19960401 greater than or equal to

END DATE 19960405 less than or equal to

Too wide of a search will result in an enormous listing of GBLs. It is best to
keep the search ranges small and make several searches, changing the range
each time as necessary.
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Other Ranges

Besides freater than or equal to” for the start date andéss than or equal
to” for the end date, there are other options for searching a range of date

Enter search criteria:
Mote: Dates are in the form ¥ T Y MMDD, 12 19960901 = September 1, 1994

“Wiew Search Results |

Avalability Start Date I |Greater than or Equal to =]

Avalabiity End Date I |Less than or Equal to =]

Figure 4-2. Start And End Date

To the right of the wordsgfeater than or equal to” is a down arrow. When
you click on the arrow, the following options appear:

Enter search criteria:
Mote: Dates are in the form Y7 Y TMIDD, 18 12960901 = September 1, 1996

“iew Search Results |

Availabiity Start Date I Greater than or Equalto =]
Greater th Equal t
Availability End Date ’—EW R

Greater than
Less than
Less than or Egual ta

>tart a new search
Eetumn te DOD EDA Document Selection Screen

Figure 4-3. Enter Search Criteria

Clicking on any of the options will put that selection iaga of the greater
than or equal to” statement.
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Other Ranges
For the End
Date

Examples of
Date Ranges

For the end date, to the right of the worbss'than or equal to” is a down
arrow. When you click on the arrow, the following options appear:

Enter search criteria:
Mote: Dates are in the form YT T 1 WDD, i e 12960901 = September 1, 1996

Yiew Search Results |

Avalabiity Start Date I Greater than or Equal to =]

Availability End Date |

Less than

Start a new search Equal to

Eeturn to DOD EDA Decument Selection Screen

Figure 4-4,

Clicking on any of the options will put it ingde of the fess than or equal to”
statement.

Some of the options used will include the date you type in. In the examp

le

below, July 1 is typed in as the date. Looking at the search criteria, you can

see how your search changes, depending upon which criteria you select

Search Criteria Example Date Includes

greater than or equal tg July 1 July 1 and beyond

equal July 1 July 1 only

greater than July 1 July 2 and beyond does
not include July 1

less than July 1 June 30 and before does
not include July 1

less than or equal to July 1 July 1 and before
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Search For Most Recent GBL

Search Criteria

Steps

Thisis asearch for the most recent GBLs within a specified date range. The
search will return the GBLs meeting specified date ranges.

To search for the most recent GBLS:

Step Action Result
1 | From the search options page, This will bring up the screen
click on Search in “Search For “Most Recent Personal Property
Most Recent GBL.” GBLs.”

Departinent of Defense
Elecironic Document Access

Most Recent Personal Property GBLs

Enter search criteria:

Hote: Dates are in the form YT ¥ TWMDD, 1e. 19360901 = September 1, 1596

Yiew Search Results |

Avalabdity Start Date || |Greater than or Equal to j

Availability End Diate I |Less than or Equal to j

Figure 4-5. Most Recent GBLs

Step Action Result

2 |+ Click the mouse inside the baxThis will place your cursor in the
next to Availability Start Date| Availability End Date box.

« Type in the start date and press
Tab.
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3 |+ Typeinthe end date. Thiswill bring up alist of GBLSs
« Click on the View Search for your selection.
Results button.

If Then

the desired GBL ison the click on the GBL number for
list, retrieval.

the desired GBL is not on click on Sart a new search at
the list, the bottom of the page.

Search For a Specific GBL

Criteria For Thisis a search for a GBL when the specific GBL number is known. It will
Search return all GBLs meeting the GBL number criteria.
Steps To search for a specific GBL :

Step Action Result

1 | From the search options page, This will bring up the screen
click on Search in “Search For a | “Specific Personal Property
Specific Personal Property GBLs.”

GBLs.”
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Department of Defense
Electronic Document Access

Specific Personal Property GBL

Enter search criteria:

Yiew Search Results

Government Bill of Lading (GBL) ||

Start a new search
Eeturn to DOD EDA Document Selection Screen

Figure 4-6. Specific Personal Property GBL Screen

Steps Step Action Result
(continued)

2 |+ Click the mouse in the box Thiswill bring up a GBL for your
next to GBL number. selection.

+ Typeinthe GBL number.

+ Click onthe View Search
Results button.

If Then

the desired GBL isonthelist, | click on the GBL number for
retrieval.

the desired GBL is not on the | click on Sart a new search at
list, the bottom of the page.
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Search For All GBLs Within Issue Date Range

Criteria For Thisisasearch for al GBLs within a specified date range. The search will
Search return the GBLs meeting specified date ranges.

Note: Too large of adate range will result in alarge number of GBLS being
identified in the search results. If this occurs, narrow the search range to make
the search as specific as possible.

Steps To search for all GBLs within issue date range:
Step Action Result
1 | From the search options page, This will bring up the screen
click on Search in “Search For “Personal Property GBLs Within
All Personal Property GBLs Issue Date Range.”
Within Issue Date Range.”

Department of Defense
Elecironic Documeni Access

Personal Property GBLs within Issue Date
Range

Enter search criteria:
Mate: Dates are n the form YT Y Y WIMDD, 16 19960201 = September 1, 19596

Yiew Search Results |

Lesue Start Date || |Greaterthan or Equalto 7]

Issue End Diate I ILess than or Equal to =]

Figure 4-7. Personal Property GBLs Within Issue Date
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2 |« Click the mouseinside the box | Thiswill place your cursor in the
next to Issue Start Date. Issue End Date box.
+ Typeinthe start date and press
Tab.
3 |- Typeintheend date. Thiswill bring up alist of GBLSs
« Click on the View Search for your selection.
Results button.

If Then

the desired GBL isonthelist, |click onthe GBL number for
retrieval.

the desired GBL isnot onthe |click on Sart a new search at
list, the bottom of the page.
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Search For All GBLs by GBLOC Within Issue Date Range

Criteria For Thisisasearch for al GBLs by GBLOC within a specified date range. The
Search search will return the GBLs meeting specified date ranges.
Steps To search for all GBLs by GBLOC within issue date range:
Step Action Result
1 | From the search options page, This will bring up the screen
click on Search in “Search For All | “Personal Property GBLs by
Personal Property GBL By GBLOC within Issue Date
GBLOC Within Issue Date Range.”
Range.”
Department of Defense
Electronic Document Access
Personal Property GBLs by GBLOC within
Issue Date Range
Enter search criteria:
Mote: Dates are i the form 7 ¥ Y MDD, 16 19260901 = September 1, 1996
“iew Search Results |
GBLOC |
Izsue Start Date | |Greaterthan or Equal to =
Iszue End Date I |Less than or Equal to j
Figure 4-8. GBLs by GBLOC Within Issue Date Range
2 |+ Click the mouse in the box by | This will place your cursor in the
Issued By (GBLOC). Issue Start Date box.
+ Type in the Issued By GBLOC
number and presgab.
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3 | Typeinthe start date and press Thiswill place your cursor in the

Tab. Issue End Date box.
4 |+ Typeinthe end date. Thiswill bring up alist of GBLSs
« Click on the View Search Results | for your selection.
button.
If Then

the desired GBL isonthelist, click on the GBL number for
retrieval.

the desired GBL is not on the click on Sart a new search at
list, the bottom of the page.
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Search For All GBLs By SCAC Within Issue Date Range

Criteria For
Search

Steps

Thisisasearch for all GBLs by SCAC within issue date range. The search
will return the GBL s meeting specified date ranges.

Note: Too large of adate range will result in alarge number of GBLs being
identified in the search results. If this occurs, narrow the search range to make

the search as specific as possible.

To search for al GBLs by SCAC within issue date range:

Step

Action

Result

From the search options page,
click on Search in “Search For
All Personal Property GBLs By

SCAC Within Issue Date Range.

This will bring up the screen
“Personal Property GBLs by
SCAC Within Issue Date Range.
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Steps
(continued)

Department of Defense
Electronic Document Access

Personal Property GBLs by SCAC within Issue
Date Range

Enter search criteria:
Mote: Dates are m the form YT Y YIIDD, 1e. 19960901 = September 1, 19596

“iew Search Results |

SCAC I
Lzsue Start Date | |Greaterthan or Equalto =]
Izsue End Date | |Less than or Equal to =]

Figure 4-9. GBLs Within Issue Date Range By SCAC

Step Action Result
2 |+ Click the mouseinthe box by | Thiswill place your cursor in the
(SCAC). Issue Start Date box.
+ Typein the SCAC number and
press Tab.

3 | Typeinthe start date and press | Thiswill place your cursor in the

Tab. Issue End Date box.
4 |+ Typeinthe end date. Thiswill bring up alist of GBLSs
« Click on the View Search for your selection.

Results button.

If Then

the desired GBL ison thelist, | click on the GBL number for
retrieval.
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the desired GBL is not on the
list,

click on Sart a new search at
the bottom of the page.

Search For All GBLs By FSN/MDC/ATAC/TAC Within Issue
Date Range

Criteria For
Search

Steps

Thisisasearch for all GBLs within a specified date range by
FSN/MDC/ATACI/TAC. The search will return the GBLs meeting specified

date ranges.

Note: Too large of adate range will result in alarge number of GBLS being
identified in the search results. If this occurs, narrow the search range to make

the search as specific as possible.

To search for all GBLs by FSN/MDC/ATAC/TAC within a date range:

Step

Action

Result

From the search options page,
click on Search in “Search For

All Personal Property/Freight
GBLs By FSN/MDC /ATAC/
TAC Within Issue Date Range.”

This will bring up the screen
“Personal Property GBLs
FSN/MDC/ATAC/TAC.” Within
Issue Date Range
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Deparitment of Defense
Electronic Document Access

Personal Property GBLs by
FSN/MDC/ATAC/TAC within Issue Date Range

Enter search criteria:
IMate: Dates are m the form YY Y YWMIDD, 1. 19960901 = September 1, 1996

Yiew Search Results |

FENMDC/ATACITAC ||

Lssue Start Date | |Greaterthan or Equalto =]

Issue End Date l ILess than or Equal to j

Figure 4-10. GBLsby FSN/MDC/ATAC/TAC Within Issue Date Range

Step Action Result
2 |« Click the mousein the box by | Thiswill place cursor in the Issue
FSN/MDC/ATACITAC. Start Date box.
* Typeinthe
FSN/MDC/ATAC/ITAC and
press Tab.

3 | Typeinthe start date and press | Thiswill place cursor in the Issue

Tab. End Date box.
4 |+ Typeinthe end date. Thiswill bring up alist of GBLSs
« Click on the View Search for your selection.

Results button.

If Then

the desired GBL ison thelist, | click on the GBL number for
retrieval.

the desired GBL isnot on the | click on Sart a new search at
list, the bottom of the page.
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Criteria For
Search

Steps

Search For Customized GBL Listing By Example
Using Query

Thisis asearch for a specific GBL that has been posted to the EDA. Query
GBLs By Example is designed to meet specific criteriafor selected input fields.

Note: Using the entire display field will increase your response time.
Changing Sort Optionswill tailor Query to meet personal needs.

To search for al GBLs by Example Using Persona Query:

Step Action Result
1 From the search options page, This will bring up the screen
click on Search in “Search For All | “Query Personal Property GBLs
Personal Property/Freight GBLs| By Example.”
Customized By Query.”
2 Click the mouse on the boxes in| A checkmark will appear.
the display field for specific
criteria.
3 * Click the mouse in the This will move cursor to next
appropriate select field. select criteria.
* Type in the appropriate
information and presgab.
4 | After you have entered all This will bring up your specific

required information presgew
Search Results.

GBL.
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Search For All GBLs By EDA Availability Date

Criteria For Thisis asearch for all GBLsthat have been posted to the EDA within a
Search specified date range. The search will return the GBLs meeting specified date
ranges.
Steps To search for al GBLs by EDA availability date:
Step Action Result
1 | Fromthe search options page, click | This will bring up the screen
on Search in “Search For All GBL | “Personal Property GBLs By EDA
by EDA Availability Date.” Availability Date.”
Depariment of Defense
Electronic Document Access
Personal Property GBLs by EDA Availability
Date
Enter search criteria:
Mote: Dates are in the form YT ¥ YIMDD, 16, 19960901 = September 1, 1596
“Wiew Search Results |
Avalabidity Start Date || |Greaterthan or Equal to j
Lvalabiity End Diate I ILess than ar Equal to j
Figure 4-12. GBLs Within Date Range By EDA Availability
Version 2.1
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Steps
(continued)

Step Action Results

2 |+ Click the mouse inside the box | Thiswill place your cursor in the
next to Availability Start Date. | Availability End Date box.

+ Typeinthe start date and press
Tab.

3 |+ Typeinthe Availahility End Thiswill bring up alist of GBLSs
Date. for your selection.

« Click on the View Search
Results button.

If Then

the desired GBL ison thelist, | click on the GBL number for
retrieval.

the desired GBL is not on the | click on Sart a new search at
list, the bottom of the page.
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Search Results and GBL Retrieval

| ntroduction

When Y our
Searchis
Successful

Retrieving the
GBL

Sizeand
Transfer Rate

As stated at the beginning of this lesson, your search results could range from
finding one GBL to agroup of GBLs. Once you have the GBL information on
your screen, you will want to retrieve it to be displayed on your PC using a
reader that is able to read the file format.

When your search is successful, you will see the following screen, listing one
or more GBLs:

Department of Defense
Elecironic Document Access

Requested Personal Property GBL Data

149 documents selected that meet your selection criteria (1 to 25 shown).

Click on GBL Number to retrieve document

GEL Issue FSN/DC/ Siz Availahility
Mod Date ATACITAC Date

[YP571311 |1 |20z70101 |HEFL atvL | |11k [z0z70101

MNumbher

‘ GBL

‘ GELOC

SCAC ‘

lYP3z0683 |1 |zDz70101 |FSFL lsvLr | |11k [z0z70101
\YP110585 (1 20270101 [CFAT |LaFQ  [3a063 |11k [z0z270101
\YPz35342 |1 20270101 |KEFA LncH | |11k |z0z270101

Figure 4-13. Successful Search Screen

The GBL numbers are actualy links. When you click on a GBL number, the
system will retrieve the document for you. Y ou may then view the GBL.
When you exit out of the reader, you will return to the web.

On the previous screen, notice a column called “Size.” This column will gi
you an indication of how long it takes to transfer the GBL from the index

server to your computer. The larger the size, the longer it takes to transfer.

Many of the documents have been scanned. These scanned documents also

require more time when transferring the GBLs.
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When Y our When your search is not successful, you will see the following screen:
Search is Not

Successful Department of Defense

Electronic Document Access

Requested Personal Property GBL Data

Start a new search or refine this query.
Eeturn to DOD EDA Document Selechion Screen

Ifvou need assistance with EDA, click here for more mformation.

Figure 4-14. Unsuccessful Search Screen

If you were not successful, you may want to look at your selection criteriaand
try again.

Module 4

Government Bill of Lading

Lesson 2 - How to View GBL Documents

Overview
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Introduction Y ou have learned how the DOD EDA Web works, how Netscape works, how
to retrieve a GBL in the .PDF format, and how to log on and log off the
system. Inthislesson, you will learn how to use specia software that is able
to read the PDF format called the Adobe Acrobat Reader.

Objectives Upon successful completion of this lesson, you will be able to:

» explain the Acrobat Reader window

 explain the function of the toolbar

 explain how to navigate through a GBL

» explain the different page views

» explain how to find aword or part of aword in a GBL

» explain how to copy and paste text and graphics into a Word document.

List of Topics | Thislesson covers the following topics:

* The Acrobat Reader Window
e Toolbar

* Navigation

» PageViews

* Find

» Split Windows

» Copy and Paste

» Practice Instruction
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The Acrobat Reader Window

Introduction The GBL you select isretrieved and opened up into the Acrobat Reader
Window on your PC, assuming Acrobat Reader is a helper within Netscape.
From this window, you can navigate through the GBL in different ways and
copy portions of the contract to paste into other documents you may be
working on.

As stated in Lesson 1, while the GBL isin the Acrobat Reader Window, you
may not modify it any way. It is displayed with thumbnailsin an overview
areato the left of the document.
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When you view the GBL through thumbnails, the following overview appears
in the left-hand area of your screen as a representation of the first three pages

of the GBL.

Acrobat Reader - [figd-15._pdf] | _ (O] =]
=|2]=|

#| File Edit Miew Took 'Window Help

[ & wg| 1< ] «)»| O|E|E| e

Thumbnails

U.S. GOVERNMENT BILL OF LADING — o700 ELY

RWFG

IMPORTANT
Ak requis Original
Shipping Drdar, asd Fresght
Wargdie. [Degi=al ard
Camkrs Sopyl b
snEndered W caTier shar
i e SF 13008
Pasonandun Copy. ke ba
Furnidvid 15 2o g

—— E——
> Ap| [yPage1of1 | C 100% |af | _r|_|

Figure 4-15. Thumbnails Example

Notice the box in thumbnail 1. This box represents the viewing area of the
GBL displayed on the right. By placing the cursor and holding down the left
mouse button, you can move the view around on the thumbnail representation.
When this occurs, the view on the GBL page changes accordingly.

You are able to scroll through the thumbnails using the scroll bar between the
thumbnails and the GBL. By clicking on athumbnail page, you can select a

page of the GBL to bring up on the screen.
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Toolbar Benesath the menu bar at the top of the window is the toolbar:

I
4
Ak |40

] [ D ] [« D e e8] 2]

Figure 4-16. Acrobat Reader Toolbar Screen

It holds buttons that activate common functions such as moving between
pages or increasing the size of the document. These are described in more
detail later.

Function Bar At the bottom left of the window is the status bar.

[fr  © 114 21252 | @as0x11.00in |« e+l

Figure 4-17. Acrobat Reader Status Bar Screen

It shows you information about the size and view of the current document.

Function Bar The status bar contains the following fields and information:
Fields

Citefi0

The page number box displays the current page number.

Q, 100%

The magnification box displays the current page magnification.

MG x>in

The page size box shows the size of the current page.
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Vertical Scroll  To the right of the window is a vertical scroll bar that enables you to scroll up
Bar and down through a document.

+

Figure 4-18. Acrobat Reader Vertical Scroll Bar Screen

The overview area on the left side of the window includes an independent
scroll bar that you can use to scroll through bookmarks.
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Toolbar

| ntroduction

Toolsand
Buttons

This section will give you a brief overview of the tools and buttons located on
the toolbar. In the following sections, you will learn when to use them.

The toolbar contains tools for selecting and viewing documents. Select a tool
by clicking on the tool icon.

Thetoolbar contains the following tools and buttons:

Button

Description

Click on the Page Only button to close the overview area of the
window.

Click on the Bookmarks and Page button to open the overview
area and display bookmarks created for the document. Click a
bookmark’s name to go to the location marked by that bookmark.

Click on the Thumbnails and Page button to open the overview
area and display thumbnail images of each document page. Click
athumbnail to go to the page marked by that thumbnail.

Use the Hand tool to move a document page on-screen when it
does not fit within the window. Y ou can drag the hand tool in the
direction you want to move the page.

Use the Zoom tools to magnify or reduce the page display by a
factor of two.
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o Usethe Sel_ect Text tool_to select text_in a document, which can
s then be copied to the Clipboard by using the Copy command.
Choose Select Graphics from the Tools menu to select graphicsin
a document.
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Button Description

4 | [ p || Usethe Previous Page or Next Page button to move the
document backward or forward, one page at atime.

I4] [p1] | Usethe First Page or Last Page button to move to the first or last
page of the document.

44| [pp| | Use the Go Back and Go Forward buttons to retrace your stepsin
a document, moving to each view in the order visited.

D Click the Actual Sze button to display the page at 100%.

Click the Fit Page button to scale the page to fit within the
window.

Click the Fit Width button to scale the page to fill the width of the

window.
ﬁ Click the Find button to search for part of aword, a complete
becfine word, or multiple words in a document.
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Navigation

I ntroduction Y ou have learned about several tools and buttons on the toolbar that will help
you navigate through the GBL. Y ou may:

+ go through the document one page at atime
+ go to thefirst page or the last page of the document
« search for a specific word or part of aword in a document.

Y ou may aso use the scroll bar to move through the document, which will
take you to any page of the GBL.

Navigation There are different ways to navigate through the GBL to obtain the
Techniques information you need. In the table below, the navigation techniques are listed.
Depending on where you need to go, you can select the best technique for
your needs.

Navigation Technique Description Result

1 To move forward or Y ou will be
FERES backward through the taken forward
contract one page at atime, | one page or
click onthe previous page | back one pagein

One Page at aTime

or next page buttons. the GBL. To
move more than
+ Arrow pointing left goes | one page, you
backwards must click the
* Arrow pointing right button again.
goes forward

Note: If the button is dimmed, it is not active and will not work. For example,
if you are on the first page of a document, the previous page button will be
dimmed. If you are on the last page of a document, the next page button will
be dimmed.
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2. You may click onthefirst | You will be
4] | M or last page buttonsto taken to thefirst
X access information located | (Ieft arrow) or
Jump to the First or Last Page at the beginning or end of | the last (right
the GBL. Thisis arrow) page of
accomplished from any the GBL.
page within the GBL.
« Arrow pointing left
goesto the first page.
« Arrow pointing right
goesto the last page.
3. From any page in the GBL, | You will be
+ use the scroll bar on the taken to the
right side of the document | page desired.
to move up or down
through the pages.
+
Scroll through the GBL
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Page Views

Introduction The full page view of the GBL is almost too small to read. Because of this,
the Adobe Acrobat has several tools to view the document. You may:

« zoom in and zoom out

« display the page at 100%

» scale the page to fit within the window

« view only the portion of the document desired.

Different Page | There are different ways to view a document, depending on whether you want

Views to look at awhole page or only a portion of it. The different ways you can
view a document are listed in the table below. Select the view that best suits
your need.

Page View Action Result

D Click onthe Actual Sze | The GBL will be displayed at 100%.
button.

Actua Size

Click on the Fit Width The page will fill the width of the
button. window.

Fit Width

Click on the Fit Page The page will fit within the window.
button.

Fit Page
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L
Thumbnails
and Page

Click on the Thumbnails
and Page button.

The area on the left of your screen
will reveal the overview area and
display thumbnail images of each
GBL page. Click athumbnail image
to go to the page marked by that

image.

Note: The scroll bar to the left of the window where the GBL page resides
will move the thumbnail images forward or backward if there are many pages.

EE

Zoom

Click the Zoom tool
buttons and then click on
the area you want
magnified.

This will magnify or reduce the page
display by afactor of two.

Click on the Page Only
button.

Thiswill close the overview area
and you will see only the page on

Page Only the screen.
44| [pp| |Usethe GoBack and Go | You will be able to move to each
Forward buttons to view in the order visited.
Go Back and retrace your stepsin a
document.
Forward
Buttons

A-132
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FIND

Introduction This section introduces another feature that allows you to locate specific
information within the GBL text without having to view the entire
document. Y ou may focus on:

+ one word
« agpecific phrase
« upper or lower case lettering

Search Method To locate a specific word or phrase within the GBL, click on the Find

ﬁ button. In the box that appears, type the word or phrase you want to find
et and select the appropriate option to further customize the search criteria.
Find The system displays the item found based on the search criteria.

Listed below are the options appearing within the search criteria box:

Options Description

Find What | dentifies the word or phrase you are
searching for within the document.

Match Whole Word Only Finds items that are whole words only, not
part of words.

Match Case Finds only those items with the exact
uppercase and lowercase letters specified in
the “find what” area.

Find Begins searching at the insertion point
the command and moves forward in the
document.
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Options Description
Find Backwards Begins searching at the insertion point of
the command and moves backwards in the
document.
Find Again Used to find the next item in the document
meeting the selection criteria.
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Split Windows

Introduction Y ou can have two separate application windows open on your screen at the
sametime. This gives you the capability to copy and paste GBL information
from the Acrobat Reader to your word processor.

Sizing the Y our Acrobat Reader will be a full size window on your screen. To change

Windows the window to a half size window perform the following steps:

Step Action

1 Click on the double arrows that are on the same line withobat
Reader” and the file name. This is called tRestore button.
:| File Edit Wiew Tools YWindos Help - |:
=1 T3 | G 5 I I Y[

Figure 4-19. Acrobat Reader Restore Button Screen
The window will be reduced on your screen.
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To size the window so that it fits on half of your screen, click on
Window and then click on Tile Horizontally. The following split
screen example shows a persona property (PP) GBL and afreight
(FGT) GBL.

Acrobat Reader M=l E3
File Edit “iew Toolz ‘Window Help

& B/5E| [ & @] 1« < |» 1] «»] O|E|E )

fig4-15. pdf =
CHANGE
PRIMATELY OWNED BIL
U.S, GOVERNMENT BILL OF LADING — (200 oDt | ORIGINAL o e ZP478209
RVFG RVFG J | |
‘ | IMPORTANT
Pl ok Oviginal.
= d Freag
& i [
ap| [Pagedof1 | o 00w | Eesxtiin |4
Ireight_pdf [_|
ORIGINAL
BiL
U.S. GOVERNMENT BILL OF LADING ORIGINAL o’ » G7762188
BYLE TEIR0AEY | 1YHCAKKICD
FIE4B3) E
AZA0 A ALABARA RD ABTEZR2A0 [AST DEPCT WARNER B
MOODY AFB GA 316081704 ROBING AFE  GA 21086-1867
MDY AFB, GA 316991734 AGIEZAZAN ROEING AFR GA 310681887

Ap| [MFagetoid | O 100% | Eles=11in [«] |

Figure 4-20. Split Screen View

Note: Split screens can show a document in its original and
modified formats.

If required, resize the window:

+ move the cursor to the edge of the window

+ when the cursor becomes a double arrow (- ), hold the mouse
button and drag the edge of the screen to the location desired

« continue until the screen takes up the top half of the screen.

Go to the Windows Program Manager by pressing Alt + Tab
until the Program Manager icon appears.

Insert Program Manager box.
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Double click your mouse on the word processing application you
wish to bring up.

Click on the restore button to make the application window
smaller.

If the Windows Program Manager is still active, click on the down
arrow at the top of the screen. This will minimize the Program
Manager so that you do not see it.

Size both screens so that you have the GBL in the top half of the
screen, and your word processing application running in the bottom
half. The above order may be modified at user’s discretion.

When you have finished working with both applications, you may
exit by clicking onFile, then click orixit.
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Copy and Paste

| ntroduction

Copy/Paste
Methods

fube;

The DOD EDA Web only alows you to view GBL information. It does not
allow you to change the information. It is possible, however, to copy
information from within a GBL and move it to another document where you
can make changes or use the information for some other purpose.

The Select Text button allows you to complete this function without altering

the document on the web.

The steps listed in the table below describe how to copy and paste information

from the GBL to another document.

Step

Action

Result

1. Copying

To copy text within the GBL.:

» click on the Select Text button.

« move the cursor to the area being
copied.

» click and drag the cursor over the
desired text to highlight it.

+ select the “Copy” option under
Edit.

The desired text is
copied and stored in
the clipboard.

Note: You can only copy one item at a time. As soon as another item is|

copied, it replaces the item stored in the clipboard.

2. Pasting

To paste text into another document
« position the cursor where the
copied information is to be placed
and click the left mouse button

+ select thePaste option under Edit.

:The desired text is
copied into the new
document.

A-138
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Copying and
Pasting Table
I nformation

When selecting information appearing within atable, if you do not hold down
the control key when highlighting you may have to copy more information
than you actually need. Thisisdue to the structure of the table within the
document.

For example, you may wish to copy Block 13, “DFAS-Indianapolis Director
for Transportation Payments 8899 Easf Séreet Indianapolis, IN 46249-
0001” from the GBL shown below.

s D D[] Do) () 2]

1. AFFROFFLATION CHIRGEMELE 1R ELLCHARGES TO  Dvpdgmcys bum ac'eficy mading ashlenre and ZH]
2162020 40-1002 421010, 12000 2217 044008 WD DOoL DFAS-Indiarapolis

Diresctor 1or TransporEtion Payments
ok WAL ot st Ml aceantageo s g0 v 3 emm wid S5O0 E. S6th St

Indianapois, 1M 46243-0501

Figure 4-21. Sample GBL Screen
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If you click on the Text button without holding down the control key and
begin highlighting the text to be copied, text on the right side of the column is
also highlighted, as shown below. To highlight only the information needed,
click and while holding down the control key, drag over part or al, of the page
to be copied.

Figure 4-22. Copying and Pasting GBL Screen

To copy only Block 13, click on the text button and while holding down the
control key, drag part or all of Block 13.

Acrobat Reader - [60173043.pdf]
= File Edit ¥Yiew Tools Window Help

w1 D )] B EE) (a) )

14 AFPROPRIATION CHARGEAELE 1. BLLCHIFOES TO  [Dlpiiaguncy; domemctafice mading achimss and ZH
2162020 401002 427010, 12000 2217 044008 Wi D Dol

Ak [ 4K

T VUL it et W1 achran tagrorim t thor G meemand]
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Alternativeto
Split Windows

An dternative to the split windows is switching back and forth between
applications using the Alt + Tab. The method you use will depend on how the
systems are set up at your location and on whatever is easiest for you.

Step Action Result
Moving While in the Acrobat Reader: The application will
From One appear on the screen.
Application + press Alt + Tab until you see the
to Another icon of the application you wishto | From then on, you

access
« double click on the icon
« to return to the Acrobat Reader,

press Alt + Tab again until the
Acrobat Reader appears.

can switch back and
forth between GBLsS
and your word
processor by pressing
Alt + Tab.
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Practice Instruction

on.

Practice Search and Retrieve a GBL and Copy and Paste GBL Information.
I nstruction
The instructor will use this practice instruction to provide you the opportunity
to walk step-by-step through the process of searching for a GBL, retrieving
it, and copying information from that GBL and pasting it into another
application.
Please follow the instructor’s directions while doing this practice instruct
You will have the opportunity to work independently during the Practical
Exercise.
For this practice instruction use:
+ GBL number TBD
+ log-on procedures’ step/action table
« search for a specific GBL
« Sizing the windows’ step/action table
+ copy and paste’s step/action table
+ log-off procedures’ step/action table.
Log-on Use the procedures in the following table to log on to the NIPRNET:
Procedures
Step Action Result
1 « If the terminal is off, turn on | You have access to the local
the terminal. applications.
« If the terminal is on, go to step
2.
2 Double click on the DOD EDA| The DOD Electronic Document
Web icon. Access Web page appears.
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Search For a
Specific GBL

3 Read the security statement. Click on proceed to go to the
log-on page.
4 To log on, click your cursor Your cursor appears in the

inside the box next to
“USERID,” type in your User
ID and presdab or use your
mouse.

Password field.

Note: User ID and Password must be in lower case letters.

onLogon.

Type in your Password and clickrhe Search Option screen will

appear.

Use the procedures in the table to search for a specific GBL:

Step

Action

Result

1

From the search options page,
click on Search in “Search For a
Specific GBL.”

This will bring up the screen
“Specific GBL".

retrieval.

2 |+ Click the mouse in the box | This will bring up a GBL for your
next to GBL number. selection.
+ Type in the GBL number TBD.
+ Click on theView Search
Results button.
Note: The GBL number is all uppercase letters.
3 | Click on the GBL number for | The GBL will appear on your

screen.
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View the Use the procedures in the table to view the GBL.
Contract

Action

Step

View the GBL by clicking on the Page only button.

2 =
un|0
E View the GBL by clicking on the Thumbnails and Page

button.

3
ﬂ Click on the Hand button. Place the cursor in the box on
the thumbnail and move the box around. Notice the different views

of the GBL when it is moved.

Click on thumbnail number 3. Notice that the reader goesto page
3 of the contract.

5
H = Click on the “+”Zoom button. Go to an area of the
GBL with text and click the cursor. Notice the print gets larger

Click the cursor again. Notice the print gets larger.

)

6
@‘ & Click on the “-"Zoom button. Go to the same area an(
click the mouse twice to return the print to its original size.

7
ﬁ Click on theFind button. Find the term “Net 30 Days.”
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Splitting Y ou are to open another application, which is your word processor. The
Windows Adobe Acrobat Reader will be in the top window and your word processor

will be in the bottom window.

Follow the procedure in the table below to resize the Adobe Acrobat window.

Step

Action

Click on the double arrows that are on the same line with “Acrobat

Reader” and the file name. This is called Restore button.

Click onWindow and then click offile Horizontally.

Move the sides of the window so that it is in the top half of you

screen.

-

Follow the procedure in the table below to open the word processing
application.

Note: The following procedures may vary from site to site. The instructor
will give directionsaccording to local procedures.

Step

Action

1

Go to the Windows Program Manager by pressitig Tab until

the Program Manager icon appears.

Program Manager

Double click your mouse on the application you wish to bring up.
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Follow the procedure in the table below to resize the window.

Step

Action

Click on the double arrows (Restore button) at the top of the
screen.

Click on Window and then click on Tile Horizontally.

Move the sides of the window so that it exists in the bottom half of
your screen.

Copy and Paste | Y ou are to copy information from Block 14 of the GBL that existsin the top
part of your screen and paste it into the word processor which is located in the
bottom part of your screen.

To copy information from the GBL, perform the steps in the following table:

Step Action
1 Using the thumbnail and page view, click the cursor on Block 13.
2 Click on the Page Only button to enlarge the viewing area.
3 Under the words "Appropriation Chargeable” is the following line:
“ TO BE DETERMINED BY GBL.”
4 Click on the Salect Text button and highlight the line shown above.
5 Click Edit on the Acrobat Reader toolbar, then click on Copy.
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6 Click the cursor at the location in the word processor where you
want the text to appear.

7 Click Edit on the word processor toolbar and then click on Paste.

L og-off To log out of al applications perform the stepsin the following table:
Procedures

Step Action

1 From the word processing application, click on File and then click
on Exit.

This will leave the Acrobat Reader on the screen.

2 On the Acrobat Reader Toolbar, click on File and then on Exit.

Thiswill put you back in the DOD EDA Web.

3 From the Netscape browser, click on File and then on Exit. You
are logged out of the DOD EDA Web.
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